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A new module has been added to VPMi that allows users to track line item expenses against deliverables
on a project. Prior to this, expenses could only be entered as a single line item against a deliverable.
Users are now able to define their own expense categories and log expenses against deliverables
through an expense sheet that mimics our existing time entry form. Expenses can be relevant for a
variety of different projects, whether internal IT projects, construction, or consulting. This was designed
so that whatever your type of business, you can define categories that are relevant to your business.

System Administrator Note

This functionality begins with the setup of key metadata in VPMi. This is done by a system administrator
with access to the Maintenance section of VPMi. In that section, there is a tab called ‘Project Codes’.
Toward the bottom of the first column are two links:

1. Expense Category
2. Payment Method

Expense Category

These categories will be used for tracking costs against on projects. For example, a professional services
firm might have categories such as hotel, meals, airfare, car rental, etc. When creating these expense
categories, at least one category will be a default value. You can have multiple default expense
categories. This flag defines which categories are selected by default when a deliverable is flagged for
expense tracking on a project. As with many other maintenance codes in VPMi, the ‘Value Name’ field is
what will display in VPMi, the ‘Domain Name’ field is a unique code used by the database. For example
an expense category might have a value name of ‘Meal Expenses — Reimbursable’. The Domain Name
might be, ‘ MEALREIMB’. The domain name does not display anywhere for end users to see. The Order
By field is available if you wish to display items in a particular order. If alphabetical order is sufficient,
simply put a value of one (1) in this field for each expense category.

Payment Method

Like the expense category codes, this is used for the expense functionality in VPMi. This shows up
specifically on the expense sheet. For each line item on the expense sheet, a payment method can be
selected. Examples might include, cash, credit card, PO, or check. The setup of these is essentially the
same as Expense Category with value name, domain value and order by fields. Unlike expense
categories, there is no default value flag. See above for description on setting up these different fields.

Setting Up a Project for Tracking Expenses

Once the necessary metadata is setup in maintenance, the end user can begin preparing his project for
expense tracking by setting up the workplan and defining deliverables against which expenses will be
tracked. In order to tracking expenses against a deliverable in VPMi, the following condition needs to be
true about the project itself:

1. The project needs to have financials turned on. Financials can either be Internal Budget or
External Profit/Loss. I f the user selects
to flag deliverables on the workplan for expense tracking. This is defined when the project is first
created. It can also be changed by updating the project record after creating the project.

None’

There are two places the user can flag a deliverable for expense tracking; workplan multi-add and
workplan single update. When adding a new deliverable to a project, you will want to identify the record
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as a deliverable and then click the ‘' More’ link to the
click the update icon to the right side of the record. In either case, the following will appear on the
add/update screen:

Description
Deliverable Title (@ Deliverable Description (@
WEMi Training
Remaining Characters: 4000 @

WBS Order (3 Parent Deliverable/ Task/Milestone (&

1 -

Phase (i) Initiated By (&

- Gwynne Annette - 3046 -

Expense Tracking? (&

Mo -

Mo
Notethefie |l d i n the bottom |l eft called ‘Expense Tracking?’
expenses can be tracked against this deliverable on t hiq

the page on the fly and add a new field as shown below:
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Description

pDeliverable Title (T Deliverable Description (1) Del

WPMI Training - De

Remaining Characters: 4000 @

WEBS Order (& Parent Deliverable/Task/Milestone (&) TvH
1 - Bu
Phase (1 Initiated By (& Cag
- Gwynne Annette - 3046 - Ex
Expense Tracking? 3 Expense Category
- Airfare L
Hatel =
Meals |i|

Mileage Reimbursement
Mizcellaneous

Note that a new field is on the page for Expense Category. Here the default categories as defined in
maintenance are pre-selected. The user can change that by selecting only the relevant categories in this
multi-select box. Note that at least one category must be selected. Once the correct categories are
selected submit the record to save the changes.

At this point it is important to note other requirements for tracking expenses in VPMi. They are:
1. Actual expenses can only be tracked against deliverables.

2. Actual expenses cannot be entered against parent deliverables. Expenses are entered based on
assignments to the deliverable. VPMi does not allow assignments to parents in the workplan.*

3. The deliverable must be flagged for expense tracking (see section above for details).

4. Actual expenses are submitted by person, so a person must be on the project team where the
deliverable exists and musthave ateama s si gnment status of ‘ Assigned’

5. The person must be assigned to the deliverable and the assignment must be open.

6. The deliverable can have any status (open, pending approval, closed, etc.). VPMi allows the user
to enter expenses against a closed deliverable so long as their assignment to the deliverable is
open. This follows current time entry logic.

! Note that parent deliverables can be flagged for expense tracking anyway, however that is to allow for
forecasted expenses (separate functionality), which does not require assignments.
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Unlimited deliverables on a project can be flagged for expense tracking. If the default expense categories
are appropriate for all deliverables against which you will be tracking expenses, you can quickly flag

multiple deliverables for expense tracking in the workplan multi-edit screen.

Submitting Expense Sheets

Once the deliverables are configured and team members are assigned, a user can go to their home page
and enter expenses. The option to enter expenses is available by hovering over the Home icon and

sel ecti ‘Enter

‘ M y

ng Expenses or by going

to the

| t e ms The exgense eéntryrfarm looks almost the same as our time entry page and works
exactly the same way. Users select deliverables to put on their expense sheet for a given week and can

save their expense sheet daily, submitting it at the end of the week. Below is a screenshot of a sample

expense sheet.

home

pag:

Change Time Period: From 5/23/2010 to 5/29/2010

-

Oclose this Window lgHelp with Expense Entry

Add

Dieliverzble Mon 24th

Sun Z3rd Tue 25th Wed 26th Thu 27th Fri Z8th Sat 29th

Project - New Phone System Installation

Deliverable - Phone

Car 200

Hotel 350

45

Miscalaneous

Deliverable - computar

340

45

250

620 1230

Save Only Save and Submit

Total this
Weszk

Payment
Method

Credit Card

Credit Card

Cash

Credit Card

Credit Card

Credit Card

MNotes

Notes

Notes

Notes

Notes

MNotes

Expenses can be entered daily with the total for the week summed up automatically. If additional

deliverables need to be added mid-we ek, si mply click on t

he *‘ Add

Del

select additional deliverables from those available. You must be assigned to a qualified deliverable for it

to show up on your list of available deliverables. Users can add notes for each line item on the expense

sheet. The payment method (defined in maintenance) can also be selected if relevant.

Note that the

expense categories that show up for a given deliverable are defined by the project manager when setting

up the workplan. Different deliverables may have different relevant expense categories.
expense sheet is complete, it can be saved and submitted. At that point all cells become read-only. Do
fi

not click the ‘Save and Submit’ button

Unapproving Expense Sheets

Once the

unt i |

Once expense sheets have been saved and submitted, they can be unapproved, by line item in exactly
the same way as timesheets. For example, the screenshot above includes a $45.00 charge against
miscellaneous on the first deliverable. Like time entry, expenses can be unapproved by the following

people:
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1. Project Manager — The project manager can unapprove expenses submitted on only those
projects where he or she is identified with the role of project manager

2. Direct Manager — In the VPMi maintenance section, each user can have their direct manager
identified. In this case, the direct manager can unapprove expenses for all people who report
directly to him or her.

3. Administrator — An administrator in VPMi can unapprove all expense sheets.

If the $45.00 charge above needs to be unapproved, a person with the proper authorization as defined

above can go to their home page (or Home drop-downlist ) and sel ect * Ahspilove Expens
return all expense sheets submitted across the projects the person is managing (or in the case of a direct

manager, all expense sheets entered by the people he or she manages). If the PM only wants to see

expense sheets for a particular project, he or she can go to the project detail page and select the Reports

tab as shown below:

Dashboard Details Dates Hours Financials Subprojectz | Reports

Reports

- — -
5= . = o =
5': Froject Report [I Scorecard Timeline {~)) Time Sheets :._' Expense Sheets

On the Reports tab is an option to view the Expense Sheets on the project. Either approach will return an
expense approval screen similar to the one shown below:

Gl:lnse this Window

Change Time Period: From 5/23/2010 to 5/29/2010 -

'u'{, Filter “3 Download To Excel @ Help with Expense Approval

Project Perzon Work Motes Cost Total This Payment Approved Lpprover
Mame Title Category Week Method Enter Motes
NEWIEZ;TEtiSDYnStEm John Smith | computer Hotel 340 Credit Card
NEWIEEE_RES;;EW' John Smith computer Miscellaneous 45 Credit Card
NEWIEQéI'IIEtiSDvnstem John Smith | computer Meals 250 Credit Card
Newlﬁzéqlztis;;tem John Smith Fhone Car 200 Credit Card
NE'NIEEéI'IlleatiSDvnstEm Jehn Smith | Phone Hotel 350 Credit Card
NEWIEE;:‘IIEtiS;;tem John Smith Phone Miscellaneous 45 Cash | Do not pay
1 & Records 6 -

By default, expenses are approved in VPMi, which is exactly the same as with time entry. This is shown

by the default check mar k Thedasttline ttemn orathid page haplpeeno ve d’ r ecor
unchecked. If unchecked, the approver must put a note in the Approver Notes field. That note will be

emailed to the person who submitted the expense sheet. Once t he ‘Enter’ button at th
“ Ap pr oolumrdis selected, that line item will be unapproved and become editable on the expense

sheet. All other items will remain locked.



When actual expenses are saved and submitted by team members assigned to the deliverable, the
cumulative total is tracked at the deliverable level as a summary total. There are two places where this
total can show up; Actual Expense Cost and Actual Expense Quote. The logic behind which cell is
populated is defined below:

1. Actual Expense Cost: The total expenses individuals enter are accumulated in this field on the
deliverable unless the Financial Tracking Type is External Profit/Loss and the Billing Type is
Fixed Bid.

2. Actual Expense Quote: The total expenses individuals enter are written to this field only if the
Financial Tracking Type is External Profit/Loss and the Billing Type is Fixed Bid.

Viewing Actual Expenses on the Project

Once actual expenses are saved and submitted against a deliverable, the appropriate actual cost field
becomes read-only and the deliverable cannot be deleted. Below is a screenshot of a deliverable on an
internal budget project with actual expenses that have been saved and submitted:

Initial Capital Cost Initial Expense Cost

Refined Capital Cost Refined Expense Cost

Actual Capital Cost Actual Expense Cost
935

Initial Capital Quote Initial Expense Quote

Refined Capital Quote Refined Expense Quote

Actual Capital Quote Actual Expense Quote

The financial tab on a project shows the cumulative total of actual expenses across the project rolling up
in the non-labor section and total costs sections as shown below:
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Budget

Planned

Baseline (Warkplan)
Actual

Budget - Plan
(£3,200)

Labor Costs Rolled Up
By Project %

Estimate

Actual

Initial Estimate
Refined Estimate

Actual

Capital
%0
Capital
%0
Capital
%0
Capital
$0

Flanned - Actual

$2,700

Percent Labor Capitalized

o
Capital
$0
Capital
$0

Capital
%0
Capital
%0
Capital
$0

Total Costs
Expense
%0
Expense
$3,200
Expense
%0
Expense
$500

% Complete
1]

Labor Costs
Billing Type
Time and Materials
Expense
$3,200
Expense
$0

Mon Labor Costs
Expense
%0
Expense
%0
Expense
$500

Total

Total
$3,200
Total

Total
$500

Total
$3,200
Total
$0

Total
$0
Total
$0
Total
$500

Expense Forecast Reporting

VPMi includes two ways to report on expenses (both forecasted expenses and actual expenses). The
first option is to view a summary report of expenses on a single project. This report compares forecasted
non-labor expenses to actual non-labor expenses. Navigate to the project detail page and select the
Reports tab as shown below:

_i Proceed with Project Grid Listing __? Update _J Copy Project Li Delete [EH— Attachments

Dashboard Details Dates Hours Financials Subprojects -

_-EJ Project Report

E -1
[1:9 Scorecard

Timeline

Reports

. - D :
~jl Time Sheets _| Expense Sheets 8 Forecasts |_._| Expense Report

On the dashboard, select the Expense Report icon to the far right. This will return the following filter:
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Select

Start Month Start Year End Month End Year
April - 2010 = May * 2010 -
Expense Categories Report Type

LS e iaslyl=-] » Forecasts -
Car |:

General Expenses ﬂ Actuals

Hotel Forecasts and Actuals

Meals d

| Apply Filter J | Cancel!BackJ

This filter allows the user to select the date range for viewing a summary of expense (forecasts, actual or
both) by expense category. Selecting both will compare the forecast to actual for each month. The
screenshot below shows actuals over a 2 month period for all expense categories:

The data below represents expenses between 4/1/2010 and 5/31/2010

%5 close This Window “M Download to Excel

Project Title Category 4-2010 Act 5-2010 Act

WPMi Implementation
Car 540 $200
Hotel $240 $690
Miscellaneous $40 $90
Meals $140 %250
airline 540 $0

Total $500 $1230

The other way to view this same report is across multiple projects. To see the same data across multiple
projects, go to the Reports section of VPMi and select the Project Reports tab. At the bottom of the first
column is a reportcaatl ed SEkpenhsehFerto see the

Select

Start Month Start Year End Month End Year Project

Warkplan Issues with % comp

»

Wi Updat: ct on Forecasts - 4344
April * 2010 = May * 2010 « |Year 3000 Proje I
Year end IT aud 2 L=l
Years of Service Gifts - 3555 -
Responsible Org Requesting Org Project Type Expense Categories Report Type
] All Project Types R4l 21l Expense Categories [IFEE ST -
+Company - 362 +Company - 362 Car |:
General Expenses =l |Actuals
Hotel Forecasts and Actuals
Meals 5
D Save To My Reports
| Apply Filter J | Cancel / Back
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The output of the report is exactly the same as above. You can see expenses by category (forecasted,
actual or both) over the duration selected. This report allows you to see the data over multiple projects,
providing a portfolio view into planned and actual non-labor expenses. Below is a screenshot showing a
couple projects selected and showing forecasted vs. actual expenses.

The data below represents expenses between 4/1/2010 and 5/31/2010

# Return to Reports ~M Download to Excel

Project Title Category 4/2010 Est 4/2010 Act 5/2010 Est 5/2010 Act
VPMi Implementation
Car $0 £40 0 $200
Hatel 40 $240 $0 $690
Miscellaneous &0 40 0 40
Meals $0 £140 %0 $250
airline $0 40 %0 $0
Total S0 $500 $0 $1230
Wireless Router Install
Mizcellaneous $0 &0 $3000 $0
airline £0 &0 %0 $500
Total $0 $0 $3000 £500
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